Project Collaboration Expectations

Date: [Insert Date]
To: [Recipient's Name]
From: [Your Name]

Subject: Project Collaboration Expectations

Dear [Recipient's Name],

We are excited to embark on this project collaboration together. To ensure a successful
partnership, we would like to outline our expectations:

Communication: Regular updates and open lines of communication.

Roles and Responsibilities: Clear definition of each team member's role.
Deadlines: Timely completion of tasks to keep the project on track.
Feedback: Constructive feedback throughout the project lifecycle.

Conflict Resolution: A mutual agreement on how to address disagreements.

We believe that adhering to these expectations will facilitate a productive and harmonious
collaboration. Please feel free to share any additional points for consideration.

Looking forward to your feedback.

Best regards,
[Your Name]
[Your Position]
[Your Company]

[Your Contact Information]



